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The  Commission  (below)  adopts  the  Rules  which 
became  effective  September  21,  1953.  The  changes 

in  the  Rules  resulted  from  amendments  to  the  Civil 
Service  Act  made  by  the  68th  General  Assembly. 
Members  of  the  Commission  are:  Warren  D.  Moyer, 

Springfield,  Miss  Maude  Myers,  President,  Spring- 
field,  and  Saul  A.  Epton,  Chicago. 
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Honorable  William  G.  Stratton 
Governor  of  the  State  of  Illinois 

State  House 

Springfield,  Illinois 


Dear  Governor  Stratton: 


c  mir  Forty-eighth  Annual  Report  is  at- 
t ached.  -  progres  .  -«•  -e  -  mahe^rin, 

^tVr^^-Th*.  ^h^ral  Assembly.  -  this 
support  we  are  grateful 


„41,  a c q  creatine  a  legislative  Commission  to 

STte  ment  Personnel  Administration,  was  drafted  and 
Study  State  Governmen  .  The  resulting  Commission, 

adopted  through  your  and  util!  zing  more 

studying  the  problems  involved  in  select ing^^  ^  ^  miui0n, 

than  edited  r;  hT/ing  The  greatest  opportunity  of  any  leglsla- 
is  credited  with  havl  g  &  t0  perform  an  important  ser- 

“Ve  rTe  taxpayers  and  to  conscientious  State  employees.  Al- 
d  ?tat  Cession  has  announced  as  its  purpose  "to  recommend 
stem  for Trsonnel  administration  that  not  only  will  protect 
a  system  for  Pers°*  svoils  politics  but  will  also  protect 

Z  publi^against^ncompetence ,  ineff ic iency  and  payroll  padding." 
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Biututta/uf  0/  f953 

The  68th  General  Assembly  enacted  six  laws 
affecting  Civil  Service,  the  most  important  being 
that  creating  the  legislative  Commission  to  Study 
State  Government  Personnel  Administration.  The  re¬ 
sulting  Commission  seeks  to  recommend  a  system  that 
will  protect  State  employees  against  spoils  poli¬ 
tics  and  the  public  against  incompetence,  ineffi¬ 
ciency,  and  payroll  padding. 

As  a  result  of  these  new  laws,  the  Commission 
revised  its  Rules.  Principal  change  was  a  defini¬ 
tion  and  prohibition  of  political  activity.  Dis¬ 
abled  veterans  are  now  granted  absolute  preference 
instead  of  point  preference. 

o 

The  Commission  studied  exempt  positions  in  the 
code  departments,  boards,  and  commissions,  to  de¬ 
termine  whether  present  exemptions  are  uniform  and 
logical.  These  results  will  be  made  available  to 
the  legislative  Commission  to  assist  it  in  making 
recommendations  to  the  69th  General  Assembly. 

>  ■ 

a  j  continuous  testing  program  was  expanded: 
from  October  10  until  the  end  of  the  year,  1270 
competitors  participated  in  28  of  these  tests,  and 
attendance  at  three  weekly  test  centers  increased 
from  50  to  282.  Since  turnover  among  status  em¬ 
ployees  was  33  percent,  as  compared  with  76  percent 
for  those  without  status,  and  since  the  cost  of  re¬ 
placing  an  employee  is  estimated  at  $200,  this 
program  saved  the  State  thousands  of  dollars. 

In  spite  of  the  Commission’s  testing  program, 
1953  showed  a  decrease  in  the  number  of  employees 
appointed  with  civil  service  status,  resulting  from 
a  large  drop  in  the  number  of  incumbents  certified. 
The  separation  rate  also  increased  for  both  status 
and  non-status  employees.  Charges  leading  to  dis¬ 
charge  increased  from  83  to  116,  hearings  held  from 

19  to  34,  and  discharges  after  hearings  from  9  to 

20  (see  table  page  23)  . 

The  Commission  prepared  an  outline  of  operat¬ 
ing  problems  for  the  legislative  Commission.  A  sum¬ 
mary  of  this  outline  appears  on  pages  28-33. 
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Six  JIgupL  A^^ect  Civil  Sesutice, 

Five  House  bills  and  one  Senate  bill  affect¬ 
ing  Civil  Service  were  passed  by  the  68th  General 
Assembly  and  signed  by  Governor  William  G.  Stratton. 

Senate  Bill  459  created  a  Commission  to  Study 
State  Government  Personnel  Administration,  and  ap¬ 
propriated  $50,000  for  its  operation.  The  Commis¬ 
sion  consists  of  three  members  of  the  Senate  ap¬ 
pointed  by  the  President  Pro  Tempore,  and  three 
members  of  the  House  of  Representatives  appointed 
by  the  Speaker. 

The  Commission  is  authorized  to  study  such 
problems  as  the  scope  and  operation  of  laws  affect¬ 
ing  personnel  administration,  position  classifica¬ 
tion,  salary  and  wage  administration,  hours  and 
days  of  employment,  vacation  and  sick  leave.  It  is 
to  make  its  report  to  the  69th  General  Assembly  not 
later  than  March  1,  1955* 

House  Bill  856  provides  absolute  preference 
for  veterans  who  receive  monetary  compensation  from 
the  Veterans1  Administration  for  a  service-connec¬ 
ted  disability  as  defined  by  the  Veterans*  Prefer¬ 
ence  Act  of  1944  and  whose  names  appear  on  an  elig¬ 
ible  list  resulting  from  an  original  entrance  exam¬ 
ination  commenced  on  or  after  September  1,  1953- 

House  Bills  274,  276,  and  856  amend  Sections 
1,  10,  and  12  of  the  Civil  Service  Act  to  cdarify 
these  sections.  House  Bills  322  and  445  amend  sec¬ 
tions  1,  1.07,  1.09,  1.11,  and  1.14  of  the  Salary 
Standardization  Act,  to  make  the  following  changes: 
technical  and  clerical  assistants  in  the  Divorce 
Divisions  of  the  judicial  circuits  were  removed 
from  operation  of  the  Salary  Standardization  Act; 
"Foods  and  Dairies  Inspector  I”  and  ”11°  were 
changed  to  "Foods,  Dairies  and  Standards  Inspector 
I"  and  "II";  "Assistant  Superintendent  of  Foods, 
Dairies  and  Standards"  was  substituted  for  "Super¬ 
intendent  of  Standards";  and  "Superintendent  of 
Foods  and  Dairies”  was  eliminated. 
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Pulei>  tf-osibid  Political  /Ictiv-ily 

Revised  Rules,  to  carry  out  the  amendments  to 
the  Civil  Service  Act  passed  by  the  68th  General 
Assembly,  became  effective  September  21 .. 

Principal  changes  pertain  to  political  activ¬ 
ities  and  preference  to  disabled  veterans.  Because 
the  Commission  felt  it  was  unfair  to  a  civil  ser¬ 
vice  employee  to  be  in  a  position  where  his  loyalty 
might  be  divided  between  service  to  the  State  and 
to  his  political  party,  it  amended  the  political 
activity  rule  to  prohibit  election  to  or  holding  of 
a  political  office  affiliated  with  a  political  par¬ 
ty.  By  adopting  this  rule,  the  Commission  elimin¬ 
ated  the  possibility  of  an  employee  being  placed  in 
a  position  where  he  must  choose  between  loyalty  to 
the  State  which  pays  him  for  his  employment  and  to 
the  party  which  elects  him. 

Disabled  veterans  previously  received  10  points 
in  open  competitive  examinations.  Now  if  they  are 
receiving  monetary  compensation  from  the  Veterans* 
Administration  for  service-connected  disabilities, 
they  will  be  given  absolute  preference  on  eligible 
lists  resulting  from  such  examinations  commenced  on 
or  after  September  1,  1953.  This  means  that  the 
names  of  such  disabled  veterans  who  pass  these  ex¬ 
aminations  will  be  placed  in  grade  order  at  the 
head  of  resulting  eligible  lists,  preceding  all 
non-disabled  veteran  and  non-veteran  eligibles. 

Other  minor  changes  include  the  granting  of 
preference  in  promotional  examinations  to  unremar¬ 
ried  widows  and  wives  of  veterans  who  died  or  were 
disabled  as  a  result  of  military  service;  clarify¬ 
ing  the  order  in  which  names  will  be  placed  on  re¬ 
instatement  lists,  and  provisions  for  granting  cre¬ 
dit  for  military  service  in  placing  names  on  such 
lists;  clarifying  the  conditions  under  which  names 
may  be  removed  from  eligible  lists;  and  determina¬ 
tion  of  seniority  for  layoff.  Henceforth  the  Com¬ 
mission  must  approve  the  waiving  of  State  residence 
for  provisional  appointments  to  technical  positions 
for  which  there  are  no  qualified  State  applicants. 
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QammiUion  Sta*it-i  Petiia+t+te-l  Study. 


The  legislative  Commission  to  Study  State  Gov¬ 
ernment  Personnel  Administration,  created  by  the 
68th  General  Assembly,  held  its  organization  meet¬ 
ing  September  21.  Judge  Walker  Butler  of  Chicago, 
the  then  President  Pro  Tern  of  the  Senate,  was 
elected  chairman.  Other  members  were:  George  E. 
Drach  of  Springfield,  Assistant  Majority  ^Leader  of 
the  Senate;  William  L.  Lynch  of  Chicago,  Minority 
Leader  of  the  Senate;  Warren  L.  Wood,  Plainfield, 
Speaker  of  the  House  of  Representatives;  Franklin  U. 
Stransky,  Savanna,  Majority  Leader  of  the  House; 
and  Paul  Powell,  Vienna,  House  Minority  Leader. 

On  December  3,  the  Commission  chose  Speaker 
Wood  as  Chairman,  following  the  resignation  of 
Senator  Butler  who  had  been  elected  Superior  Court 
Judge.  Senator  Egbert  Groen  of  Pekin  was  appointed 
to  the  Commission  to  succeed  Judge  Butler. 

After  the  December  meeting,  Chairman  Wood  an¬ 
nounced  that  the  purpose  of  the  Commission  would  be 
"to  recommend  a  system  for  personnel  administration 
that  not  only  will  protect  State  employees  against 
spoils  politics  but  will  also  protect  the  public 
against  incompetence,  inefficiency  and  payroll  pad- 
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ding*. . .a  system  that  will  protect  those  employees 
that  perform  a  day’s  work  for  a  day’s  pay.” 

The  Commission  also  announced  its  plan  to  in¬ 
vite  representatives  of  the  Administration,  exist¬ 
ing  State  personnel  agencies,  labor,  the  Council  on 
Government  Personnel,  a  citizens’  organization,  and 
other  pertinent  groups  to  present  their  ideas  at 
future  meetings,  and  to  have  the  University  of  Ill¬ 
inois  take  sound  motion  pictures  of  these  hearings, 
to  build  support  throughout  the  State  for  the  Com¬ 
mission’s  subsequent  recommendations. 

The  next  meeting  of  the  Commission  was  set  for 
January  14-15.  At  that  meeting  William  H.  Harvey, 
Director  of  Industrial  Relations  of  the  Electro- 
Motive  division  of  General  Motors  corp.,  David  Dol- 
nick,  Research  Director  of  the  Amalgamated  Meat 
Cutters  and  Butcher  Workmen  of  North  America,  A.  F. 
of  L. ,  and  Miss  Maude  Myers,  President  of  the  State 
Civil  Service  Commission,  were  invited  to  speak. 


G laAAilficatian  i Pidd.  'Iftufo'un  Pay. 

One  of  the  main  purposes  of  a  sound  classifi¬ 
cation  system  is  to  form  the  basis  for  a  pay  plan 
that  provides  equal  pay  for  equal  work.  Without 
such  a  classification  system  it  is  virtually  impos¬ 
sible  to  establish  an  equitable  pay  plan. 

Though  a  classification  system  provides  the 
basis  for  many  other  important  functions,  such  as 
recruiting,  testing,  staff  development,  work  evalu¬ 
ation,  placement,  promotion,  transfer,  separa¬ 
tion,  etc.,  the  concept  of  guaranteeing  equal  pay 
for  equal  work  remains  one  of  the  important  object¬ 
ives  of  a  merit  system  today,  as  it  was  when  civil 
service  was  established  in  the  federal  government 
in  1883.  This  concept  is  particularly  important  in 
a  government  which  guarantees  equal  opportunity  for 
all. 


One  of  the  important  projects  conducted  during 
the  year  was  a  study  of  exempt  positions  in  all 
code  departments  and  in  many  boards  and  commissions. 
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Purpose  of  this  study  was  to  determine  whether  ex¬ 
emptions  were  uniform  among  the  various  operating 
agencies,  and  whether  these  exemptions  were  based 
on  a  logical  policy  or  were  the  result  of  haphazard 
legislation.  To  serve  as  a  basis  for  comparison,  a 
similar  analysis  was  made  of  policies  and  results 
in  seven  comparable  states —  California,  Connecti¬ 
cut,  Michigan,  Minnesota,  New  Jersey,  New  York,  and 
Wisconsin. 

It  was  recognized  that  the  exempt  service  in¬ 
cludes  those  employees  chosen  for  participation  in 
policy-making  decisions.  They  are  selected  because 
of  their  sympathy  with  the  policy  of  the  elected 
public  officials  and  are  expected  to  be  politically 
active.  Professional  competence  in  these  positions 
is  less  important  than  a  sensitivity  to  public 
opinion.  These  employees  decide  what  needs  to  be 
done  rather  than  how  to  carry  out  the  policies 
adopted . 

Other  criteria  used  in  determining  what  posi¬ 
tions  should  be  exempt  are:  need  for  technical  com¬ 
petence,  need  for  continuity  of  service,  desirabil¬ 
ity  of  non-partisan  administration,  and  patronage 
needs.  Of  these,  the  first  four  indicate  merit 
system  selection  and  retention,  the  fifth  exempt 
positions . 

It  is  interesting  to  note  that  Illinois  has  a 
higher  percentage  of  exempt  employees  than  any  of 
the  other  seven  states  analyzed.  An  analysis  of 
Illinois  positions,  however,  does  not  indicate  that 
all  the  change  should  be  from  exempt  to  covered 
status,  but  that  some  of  the  positions  covered 
should  be  exempt,  while  others  now  exempt  should  be 
put  under  civil  service. 

During  the  summer,  the  Commission  started  de¬ 
partment-wide  desk  audits  of  the  various  operating 
agencies.  First  to  be  completed  was  the  Liquor 
Control  Commission.  This  work  was  also  completed 
for  two  code  departments —  Conservation  and  Agri¬ 
culture —  and  was  begun  in  two  others —  Public  Wel¬ 
fare  and  Public  Works  and  Buildings.  In  Public 
Welfare  the  Division  of  Reimbursements  and  the 
Jacksonville  State  hospital  were  audited,  and  in 
Public  Works  and  Buildings  the  Division  of  Archi¬ 
tecture  and  Engineering. 


7 


A  planning  conference  starts  the  work  audit  of  the 
Department  of  Agriculture.  Harry  Cruse  (standing 
left)  and  Clarence  Salter  (seated  left),  from  the 
Commission,  discuss  plans  with  Stillman  J.  Stanard, 
Di rector  (seated  ri ght),  George  H.  Iftner,  Assistant 
Director,  Andrew  A.  Ormiston,  Technical  Advisor  on 
legal  matters,  and  Harold  A.  Robertson,  Assistant 
to  the  Director  (standing  left  to  right). 


In  starting  these  department-wide  audits,  mem¬ 
bers  of  the  Commission’s  staff  met  with  the  director 
or  assistant  director  of  the  department  concerned  to 
determine  the  order  in  which  the  divisions  or  other 
units  would  be  studied.  Then  the  classification 
technicians  and  the  supervisor  of  each  unit  discus¬ 
sed  with  the  employees  of  that  unit  their  assigned 
duties  and  responsibilities. 

When  the  Commission  completes  an  audit,  it  re¬ 
ports  its  findings  to  the  department,  asking  the  de¬ 
partment  to  submit  forms  necessary  to  provide  for 
the  reallocation  of  those  positions  which  are  not 
properly  allocated. 

In  addition  to  starting  a  continuous  program 
of  department-wide  audits,  the  Commission  has  been 
studying  job  specifications  by  classes  to  determine 
which  need  revising  and  what  new  titles  should  be 
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added.  Work  is  being  conducted  on  the  clerical  se¬ 
ries,  administrative  assistants,  and  executives. 
Specifications  have  been  rewritten  for  a  number  of 
other  classifications,  many  of  which  had  not  been 
revised  since  the  original  survey  in  1942. 

Another  project  carried  on  was  the  study  and 
evaluation  of  operating  agencies  and  their  organi¬ 
zational  structure  to  determine  unmet  classifica¬ 
tion  needs.  The  changing  nature  of  state  operation 
produces  the  need  for  new  titles  and  specifications. 
An  example  of  this  need  resulted  from  the  establish¬ 
ment  of  a  shoe  shop  at  Stateville  in  1952,  to  pro¬ 
duce  shoes  for  inmates  of  state  institutions.  To 
organize  and  supervise  its  operation,  the  State 
sought  someone  with  a  knowledge  of  shoe  construc¬ 
tion.  Since  the  current  classified  service  did  not 
include  the  title  Shoe  Factory  Superintendent,  the 
Commission  was  forced  to  assign  an  inappropriate 
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title  until  legislation  could  be  obtained  to  estab¬ 
lish  an  appropriate  title. 

At  other  times  the  addition  of  new  functions 
to  a  section  or  unit  may  so  change  the  duties  of  the 
employees  working  in  it  that  their  positions  require 
reallocation. 

The  creation  of  the  Youth  Commission  by  the 
68th  General  Assembly,  and  the  transfer  to  it  of 
the  Division  of  Youth  and  Community  Service,  the 
Sheridan  Reformatory,  and  the  Training  Schools  for 
Boys  and  Girls  at  St.  Charles  and  Geneva  necessi¬ 
tated  considerable  work  by  the  Classification  Di¬ 
vision  of  the  Civil  Service  Commission.  Services 
performed  included  a  study  of  the  duties  and  re¬ 
sponsibilities  which  the  new  Youth  Commission  will 
carry  out  in  order  to  determine  the  classifications 
needed  in  each  unit  of  the  new  Commission,  and  sug¬ 
gestions  for  improving  the  organizational  effective¬ 
ness  of  its  various  units.  There  are  approximately 
572  positions  involved  in  these  transfers , 365  at 
St.  Charles,  137  at  Geneva,  35  at  Sheridan,  and  35 
in  Youth  and  Community  Service. 


A  major  accomplishment  during  the  year  was  the 
expansion  of  the  continuous  testing  program,  and 
the  results  it  produced. 

A  merit  system  which  has  insufficient  budget 
or  staff  to  maintain  active  eligible  lists  for  all 
class  titles  is'  faced  with  the  problem  of  deciding 
where  it  can  most  effectively  utilize  the  budget 
and  staff  at  its  disposal.  Shall  it  give  examina¬ 
tions  for  those  classes  in  which  only  one  or  a  few 
persons  are  employed,  or  shall  it  concentrate  its 
testing  program  on  those  groups  which  involve  large 
numbers  of  State  employees? 

For  1953  the  Commission  decided  to  concentrate 
on  the  classes  involving  large  numbers.  One  of 
these  is  Attendant.  Others  are  Clerk  Stenographer 
I  and  Clerk  Typist  I. 
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Another  factor  the  Commission  considered  in 
selecting  the  titles  for  continuous  testing  is  need. 
Attendants  are  essential  to  the  care  and  rehabili¬ 
tation  program  of  all  the  State  mental  hospitals; 
so  are  Nurses,  Physicians,  Psychiatrists.  Clerk 
Stenographers  I  and  Clerk  Typists  I  are  used  in 
practically  all  State  offices  and  institutions. 
The  State* s  penal  program  cannot  operate  without 
Guards,  and  the  rehabilitation  of  its  mental  pa— 
tients  without  Occupational  Therapists  and  Recrea¬ 
tion  Workers. 

Placing  of  stenographic  and  typing  tests  on  a 
continuous  basis  involved  a  serious  problem —  ad¬ 
ministration  of  the  performance  tests.  First  there 
is  the  matter  of  obtaining  enough  typewriters  to 
accommodate  the  competitors,  not  just  once  or  twice 
a  year  but  on  a  regular  basis.  Also  the  perform¬ 
ance  tests  must  be  expertly  timed  or  they  lose  va¬ 
lidity.  When  these  administrative  problems  have 
been  solved, there  still  remains  the  matter  of  cost. 
Unless  planning  is  carefully  done, the  cost  of  these 
examinations  becomes  excessive  on  a  weekly  basis, 
since  the  addition  of  the  performance  test  doubles 
the  time  for  administering  them. 

With  the  solving  of  most  of  these  problems, 
the  examinations  for  Clerk  Stenographer  I,  Clerk 
Typist  I,  and  24  others  were  announced  October  1  on 
continuous  call  for  weekly  administration,  with  the 
first  tests  held  October  10.  Three  centers  were 
chosen —  Carbondale,  Chicago,  and  Springfield,  in 
order  to  accommodate  applicants  from  all  parts  of 
the  State.  Test  papers  are  returned  to  the  Com¬ 
mission  offices  at  Springfield  for  scoring.  Since 
the  inauguration  of  this  weekly  testing  program, 
1270  competitors  participated  in  the  examinations 
at  the  three  test  centers. 

Though  the  Commission  had  started  continuous 
testing  for  Attendants,  Nurses,  and  Physicians  late 
in  1951,  the  program  had  been  on  a  more  or  less  ex¬ 
perimental  basis.  By  the  beginning  of  1953  the 
program  had  established  its  value  beyond  question. 
It  enabled  applicants  to  be  tested  and  put  to  work 
as  soon  as  they  were  available,  and  it  helped  the 
State  get  more  and  better  employees  in  areas  of 
critical  shortage.  Also  it  produced  efficiency  and 
economy  in  the  operating  departments:  it  saved 
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these  from  hiring  provisionally  incompetent  employ¬ 
ees  who  would  never  perform  satisfactorily,  and  who 
later  would  be  dismissed  because  they  could  not 
pass  civil  service  examinations.  The  employing 
agencies  were  also  saved  the  expense  of  training 
substandard  workers,  and  the  higher  turnover  that 
exists  among  non-status  staff  (see  chart  page  16). 

The  Commission's  first  problem  was  to  decen¬ 
tralize  to  the  State  hospitals  the  screening  of 
Attendants,  but  at  the  same  time  to  maintain  high 
and  uniform  standards.  This  was  accomplished 
through  the  preparation  of  comparable  tests  which 
could  be  used  for  alternate  administrations,  and 
the  periodic  auditing  of  all  test  papers  and  other 
records.  A  second  problem  was  to  help  the  Depart¬ 
ment  of  Public • Welfare  (the  agency  employing  At¬ 
tendants)  set  up  physical  standards  that  could  be 
applied  fairly  and  uniformly  at  all  its  hospitals. 
A  third  task  was  that  of  convincing  the  busy  hos¬ 
pital  staffs  that  they  would  be  helping  themselves 

* 

by  taking  one  day  a  week  from  their  crowded  schedule 
to  test  and  interview  job  applicants.  All  of  these 
tasks  were  accomplished,  however,  and  in  addition 
the  Commission  conducted  monthly  or  semi-monthly 
test  centers  for  Attendants  and  other  needed  em¬ 
ployees  at  various  cities  in  the  Crab  Orchard  area 
of  Southern  Illinois.  As  a  result  of  this  contin— 
uous  testing  program  for  Attendants,  the  employees 
with  civil  service  status  in  this  title  have  in¬ 
creased  over  a  period  of  two  years  from  81  to  98 
percent  and  Nurse  I  from  48  to  89  percent  (see 
chart  page  18)  . 

1953  saw  the  development  of  several  new  test¬ 
ing  techniques.  A  clerical  test  was  prepared  for 
blind  candidates,  with  all  the  questions  printed  in 
Braille.  Previously  only  the  answer  sheets  for 
blind  candidates  were  printed  in  Braille. 

The  Commission  also  further  perfected  a  cler¬ 
ical  test  it  had  previously  developed.  This  test 
was  one  of  the  first  to  have  the  questions  printed 
directly  on  I.B.M.  answer  sheets  instead  of  in  a 
question  booklet.  This  procedure  made  it  unneces¬ 
sary  for  candidates  to  read  the  questions  in  one 
book  and  to  mark  their  answers  on  a  separate  an¬ 
swer  sheet.  It  also  enabled  the  Commission  to 
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eliminate  the  preparation  and  handling  of  bulky 
question  books,  and  to  score  the  material  in  its 
electric  scoring  machine. 

This  test  consists  of  40  5-choice  items  deal¬ 
ing  with  word  meanings,  simple  calculations,  spell¬ 
ing,  and  alphabetizing,  and  100  items  which  consti¬ 
tute  a  matching  test —  distinguishing  between  like 
and  unlike  pairs  of  names,  number  sequences,  ad¬ 
dresses,  etc. 

During  1953,  the  Commission  administered  this 
test  to  more  than  200  high  school  students  in  St. 
Louis  and  Milwaukee.  Their  scores  on  this  test 
were  compared  with  their  scores  on  a  standardized 
clerical  test  and  also  with  their  school  grades. 
As- a  result  of  this  study,  the  Commission  discarded 
those  items  which  were  non-discriminatory  or  which 
showed  only  a  slight  difference  between  the  answers 
selected  by  the  good  and  poor  students.  The  re¬ 
maining  items  were  arranged  in  order  of  difficulty, 
and  the  test  was  completely  revised. 

Work  was  also  started  on  converting  testing 
procedures  to  electric  machine  methods,  and  special 
research  was  completed  on  examinations  for  switch¬ 
board  operators,  clerks,  and  stenographers  held  in 
previous  years. 

Assistance  given  the  Police  Merit  Boa^d  in¬ 
cluded  the  administration  of  examination  for  1,100 
applicants,  650  of  whom  actually  took  the  tests, 
scoring  of  the  papers,  and  conversion  of  the  raw 
scores.  The  tests  were  administered  two  days  in 
Chicago  and  two  days  in  Springfield,  and  scoring  of 
the  papers  required  a  week. 

The  abandonment  of  the  training  program  and 
abolition  of  the  Recruiting  and  Training  Division 
resulted  in  the  transfer  of  recruiting  activities 
to  the  Examining  unit. 
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HOME  COMMUNITIES 
OF  STATE  EMPLOYEES 
DURING  1953* 


State' s 
si  ties , 


Includes  only  employees 
hose  payrolls  pass  thru  the 
■  *  ~  *  office.  (See 


i vil  Se  rvice 

jad.)  In  addition 

to  totals  shown  Here,  there 
are  141  out-of-state  em¬ 
ployees.  This  map  does  not 
include  employees  at  th 
colleges  and  univer 
in  the  County  Depart 
ments  of  Welfare,  or  the 
empt  positions  in  the  elec 
tive  offices. 


Certified  Stated  Reduced  <7ufutaoe'i 


Turnover  among  non-status  employees  during 
1953  was  more  than  twice  as  great  as  among  certi¬ 
fied  employees.  Rate  for  certified  employees  was 
33  percent  and  among  those  without  civil  service 
status  was  76  percent. 

Turnover  among  all  State  employees  during  1953 
was  51  percent.  This  is  an  increase  of  15  percent 
over  the  1952  figure,  which  averaged  36  percent. 


Certifications  during  1953  totaled  4,0195as 
compared  with  6,277  for  1952  and  3,366  for  1951. 
Greatest  drop  in  the  number  of  employees  appointed 
with  civil  service  status  resulted  not  from  de¬ 
creased  use  of  eligible  lists,  but  from  the  number 
of  incumbents  given  civil  service  status  when  their 
names  were  reached  on  appropriate  eligible  lists. 
Incumbents  certified  in  1953  totaled  890  as  com¬ 
pared  with  3,009  for  1952.  Names  submitted  from 
eligible  lists  resulted  in  2400  appointments,  and 
729  were  given  civil  service  status  in  the  non-com¬ 
petitive  classes.  In  addition,  477  former  status 
employees  were  reinstated  to  position  with  civil 
service  status. 


TURNOVER  AMONG  NON-STATUS  AND  CERTIFIED 

EMPLOYEES  IN  1953 
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SOURCES  OF  STATUS  1946-1953 


1,1 . 'net  employees  appointed  from  eligible  lists 

— —  incumbents  certified  after  passing  tests 
♦  ♦•non-competitive  laboring  classes 
---  status  reinstatements 


\ 


Though  the  number  of  certifications  decreased 
35  percent,  the  number  of  exempt  appointments  in¬ 
creased  143  percent. 

Increased  separation  rate  of  certified  em¬ 
ployees  during  1953  resulted  primarily  from  a 
larger  number  of  resignations,  more  discharges  dur¬ 
ing  the  probationary  period,  and  the  removal  of 
more  employees  who  had  completed  their  probation. 
Resignations  increased  26  percent,  probationary 
discharges  34  percent  (from  244  to  327) ,  and  remov¬ 
als  after  probation  69  percent  (from  49  to  83). Lay¬ 
offs  also  increased  from  44  to  444.  Deaths  and  com¬ 
pulsory  retirements  among  all  State  employees  re-  * 
mained  about  the  same  for  the  two  years. 

Though  a  low  turnover  rate  is  desirable, 
from  the  standpoint  of  efficiency  and  economy,  the 
discharge  rate  among  State  employees,  both  of  those 
serving  their  probationary  period  and  those  who 
have  already  completed  their  probation,  has  been 
abnormally  low  for  some  years.  The  State  has  been 
criticized  for  failing  to  make  better  use  of  the 
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Includes  only  names  on  payrolls  submitted  to 
the  Civil  Service  Commission.  Though  the 
December  total  on  these  payrolls  was  29,719. 
the  Auditor’s  report  for  December, 1953,  shows 
a  total  of  44,371  employees. 

498  of  the  512  employees  shown  as  exempt  in 
the  Department  of  Public  Safety  are  in  the 
Division  of  State  Highway  Police,  which  is 
under  the  jurisdiction  of  the  State  Police 
Merit  Board.  All  996  of  the  employees  in  the 
County  Departments  of  Welfare  which  are  shown 
as  exempt  from  the  State  Civil  Service  Com¬ 
mission  are  under  the  jurisdiction  of  the 
Merit  System  Council  for  procurement  purposes. 


SUMMARY  OF  DECEMBER  1953  PAYROLLS  * 
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probationary  period,  which  is  intended  as  a  working 
test  period  and  part  of  the  screening  process,  to 
eliminate  those  employees  whose  performance  on  the 
job  is  unsatisfactory. 

Since  the  inauguration  of  continuous  examina¬ 
tions  in  December  of  1951,  the  Commission  has  spent 
considerable  effort  in  processing  the  appointments 
of  employees  obtained  through  these  continuous 
tests.  Most  outstanding  results  in  number  of  em¬ 
ployees  given  civil  service  status  as  a  result  of 
these  continuous  tests  is  in  the  Attendant  class, 
though  the  continuous  program  for  Nurses,  Physi¬ 
cians,  and  Psychiatrists  has  also  produced  some 
gratifying  returns.  A  comparison  of  the  status  of 
Attendants  for  August  of  1951,  before  the  continu¬ 
ous  program  was  started,  and  August  of  1953,  shows 
that  during  that  time  the  Attendants  with  certified 
status  have  increased  from  81  percent  to  98  percent. 
Since  t^iere  are  more  than  2,300  Attendants  in  the 
State  service,  this  sizable  increase  in  civil  ser¬ 
vice  status  represents  a  considerable  saving  to  the 
State  in  reduced  turnover  and  improved  service  to 
the  patients  in  its  hospitals.  Though  the  number 
of  Nurses  employed  is  much  smaller,  only  120,  the 


CONTINUOUS  TESTS  INCREASE  PERCENT  OF  STATUS 

EMPLOYEES 

1951  1952  1953 


At  tendant 


Nurse  I 


Key: 


Certified 


status 
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number  with  civil  service  status  has  increased  from 
48  to  89  percent.  This  change  in  procedure  also 
partially  accounts  for  the  drop  in  number  of  incum¬ 
bents  certified,  as  these  employees  are  now  tested 
and  given  status  at  the  time  of  hiring  instead  of 
being  certified  as  incumbents  after  they  have  been 
on  the  job  for  weeks  or  months. 


A  filing  problem  which  had  become  increasingly 
urgent  was  solved  during  1953.  Since  its  creation 
in  1905,  the  Commission  had  maintained  personnel 
records  for  all  State  employees  with  civil  service 
status.  These  records  are  important  in  establishing 
authentic  data  for  retirement  rights.  They  are  also 
frequently  referred  to  when  former  employees  reenter 
State  service.  In  addition,  they  are  permanent  re¬ 
cords,  and  as  such  cannot  be  destroyed. 


The  folders  of  former  employees  during  the 
period  1905  to  1945  filled  204  filing  drawers.  In 


The  problem  of  storage  space  for  personnel  re¬ 
cords  was  solved  by  microfilming  the  records  of  all 
employees  who  had  come  under  civil  service  juris¬ 
diction  since  the  Commission's  creation  in  1905  and 
who  had  terminated  their  State  service  before  1945, 
The  204  filing  drawers  of  personnel  folders  shown 
below  were  reduced  to  216  reels  of  microfilm  housed 
in  2  1/4  small  drawers  in  the  picture  on  the  oppo¬ 
site  page. 


addition,  the  Commission 
maintains  records  of  pre 
sent  employees  and  former 
employees  since  1945.  Not 
only  the  cost  of  files  to 
house  these  records  hut 
also  the  space  for  housing 
them  had  become  a  perplex¬ 
ing  problem.  Accordingly, 
it  was  decided  to  micro¬ 
film  them.  A  full-time 
day  staff  and  a  part-time 
night  staff,  principally 
of  former  Commission  em¬ 
ployees,  started  preparing 
the  records  late  in  1952. 
In  June  of  1953  the  actual 


filming  was  begun.  This 
project  transferred  rec¬ 
ords  formerly  filling  204 
filing  drawers  onto  216 
reels  of  microfilm  occupy¬ 
ing  only  2l/4  much  smTaller 
drawers.  The  empty  filing  cabinets  are 
able  for  storing  current  records. 


■  -  j-sipiSi 

now  avail- 


The  Commission  anticipates  moving  all  inactive 
records  to  the  archives,  where  they  will  be  in 
charge  of  an  employee  who  will  prepare  this  materi¬ 
al  for  microfilming.  This  person  will  also  be 
available  to  give  immediate  information  from  the 
microfilmed  records  and  other  material  filed  in  the 
Archives . 

During  the  year,  the  Commission  discontinued 
the  practice  of  processing  personnel  papers  for  em¬ 
ployees  occupying  exempt  positions.  This  change 
reduces  the  paper  work  for  the  operating  agencies. 
The  Commission  and  the  Auditor  al-so  worked  out  a 
schedule  by  which  the  time  required  to  process  pay¬ 
rolls  has  been  reduced  two  days.  This  makes  it 
possible  for  many  employees  to  receive  their  sala¬ 
ry  warrants  sooner  after  the  end  of  each  pay  period. 
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1953  EXAMINING  PROGRAM 


TITLE 
Cook  I 

Cottage  Parent  I 
Cottage  Parent  II 
Guard 
Warder  I 
Attendant 
Practical  Nurse 
Nurse  I 
Nurse  II 
Pharmacist  I 
Physician  I 
Psychiatrist  I 
T.B.  Control  Physician  I 
Personnel  Technician  I  (CSC-F 
Child  Guidance  Counselor  I 
Child  Guidance  Counselor  II 
Child  Welfare  Worker  I 
Child  Welfare  Worker  II 
Child  Welfare  Supervisor  I 
Child  Welfare  Supervisor  II 
Occupational  Therapist  II 
Psychiatric  Social  Worker  I 
Psychiatric  Social  Worker  II 
Psych.  Social  Work  Supv.  I 
Psych.  Social  Work  Supv.  II 
Recreation  Worker  II 
Bacteriologist  I 
Laboratory  Technician  I 
Laboratory  Technician  II 
Occupational  Therapist  I 
Personnel  Assistant 
Recreation  Worker  I 
Attendant 
Practical  Nurse 
Nurse  I 
Nurse  II 

Pharmacist  I  2 

Physician  I  9 

Psychiatrist  I  4 

T.B.  Control  Physician  I  0 

Cook  I  101 

Warder  I  9 

Personnel  Technician  I  (CSC-Pro.  )  1 
Practical  Nurse  I  34 

Nurse  I  14 

Nurse  II  14 

Pharmacist  I  7 

Physician  I  9 

F^sychiatrist  I  6 

T.B.  Control  Physician  I  1 

Attendant  1031 

Cook  I  84 

Cottage  Parent  I  55 

Cottage  Parent  II  27 

Warder  I  10 

Guard  3  68 

Clerk  Stenographer  I  325 

Clerk  Stenographer  II  306 

Clerk  Stenographer  III  214 


VETS 

TOTAL  ON  ON 

APPLIED  INC.  FAILED  LIST  LIST 


PERCENT 

PASSED* 


104 

10 

36 

58 

2 

61.7 

67 

17 

23 

•  27 

0 

54.0 

22 

2 

10 

10 

1 

50.0 

350 

92 

45 

213 

55 

82.5 

26 

13 

3 

10 

0 

76.9 

853 

59 

154 

640 

12 

80.6 

35 

6 

0 

29 

0 

100.0 

28 

2 

0 

26 

2 

100.0 

30 

0 

3 

27 

1 

90.0 

2 

0 

0 

2 

1 

100.0 

4 

0 

1 

3 

0 

75.0 

6 

2 

0 

4 

2 

100.0 

0 

0 

0 

0 

0 

0 

)  1 

0 

0 

1 

0 

10  0.0 

32 

6 

10 

16 

6 

61.5 

23 

5 

8 

10 

2 

55.5 

71 

6 

28 

37 

7 

56.9 

53 

5 

25 

23 

5 

47.9 

22 

8 

4 

10 

1 

71.4 

8, 

2 

2 

4 

2 

66.6 

8 

2 

3 

3 

2 

50.0 

45 

9 

16 

20 

4 

55.5 

34 

3 

11 

20 

2 

64.5 

16 

3 

6 

7 

1 

53.8 

9 

3 

3 

3 

0 

50.0 

18 

3 

13 

2 

1 

13.3 

16 

4 

7 

5 

3 

41.6 

66 

8 

33 

25 

5 

43.1 

30 

11 

4 

15 

3 

78.9 

41 

8 

19 

14 

1 

42.4 

41 

14 

25 

2 

0 

7.4 

61 

11 

36 

14 

2 

28.0 

917 

189 

157 

571 

6 

78.4 

62 

10 

0 

52 

2 

100.0 

21 

3 

0 

18 

2 

100.0 

19 

2 

1 

16 

2 

94.1 

100.0 

83.3 

66.6 

0 

54.8 

50.0 

100.0 

100.0 

100.0 

85.7 
100.0 
100.0 
100.0 
100.0 

82.0 

54.8 

37.9 

46.2 

40.0 

81.8 

50 .5 

46.3 

55.5 
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EXAMINING  PROGRAM— Continued 


VETS 


TOTAL 

ON 

ON 

PERCENT 

TITLE 

APPLIED  INC. 

FAILED 

LIST 

LIST 

PASSED* 

Clerk  Typis  t  I 

548 

107 

237 

20  4 

1 

46.2 

Clerk  Typist  II 

455 

81 

250 

124 

2 

33.1 

Clerk  Typist  III 

235 

82 

95 

58 

1 

37.9 

Court  Reporter  I 

25 

16 

5 

4 

2 

44.4 

Hearings  Stenographer 

19 

14 

2 

3 

0 

60.0 

Personnel  Technician  I  (CSC- Pro.)  1 

0 

0 

1 

0 

100.0 

Attendant 

1191 

102 

240 

849 

68 

77.8 

Nurse  I 

16 

2 

0 

14 

0 

100.0 

Nurse  II 

6 

0 

0 

6 

1 

100.0 

Pharmacist  I 

4 

0 

0 

4 

0 

100.0 

Physician  I 

3 

0 

0 

3 

2 

100.0 

Physician  II 

8 

0 

0 

8 

6 

100.0 

Psjchiatrist  I 

2 

0 

0 

2 

2 

100.0 

Psychiatrist  II 

T.B.  Control  Physician  I 

12 

0 

1 

11 

8 

91.6 

0 

0 

0 

0 

0 

0 

Cot  tage  Parent  I 

27 

14 

6 

7 

0 

53.8 

Cottage  Parent  II 

13 

2 

5 

6 

0 

54.5 

Guard 

268 

57 

28 

183 

107 

86.7 

Warder  I 

5 

3 

1 

1 

0 

50.0 

Bookkeeping  Machine  Operator 

I  25 

5 

5 

15 

0 

75.0 

Clerk  Stenographer  I 

168 

20 

116 

32 

1 

21.6 

Clerk  Typist  I 

414 

49 

212 

153 

1 

41.9 

Duplicating  Machine  Operator 

I  19 

2 

10 

7 

4 

41.1 

Butcher 

16. 

4 

3 

9 

7 

75.0 

Cook  I 

69 

11 

23 

35 

4 

60.3 

Fire  Guard 

47 

10 

16 

21 

7 

56.7 

Florist  I 

4 

2 

1 

1 

1 

50.0 

Laundry  Foreman  I 

23 

1 

10 

12 

3 

54 .5 

Laundry  Foreman  II 

20 

1 

10 

9 

3 

47.3 

Meat  Cutter 

9 

2 

5 

2 

1 

28.5 

Medical  Records  Librarian  I 

25 

2 

11 

12 

1 

52.1 

Occupational  Therapy  Aide 

86 

10 

16 

60 

6 

78.9 

Recreation  Aide 

87 

14 

25 

48 

4 

65.7 

Stores  Clerk 

74 

11 

16 

47 

11 

74.6 

Child  Welfare  Worker  I 

37 

2 

31 

4 

0 

11*4 

Child  Welfare  Worker  II 

13 

1 

10 

2 

0 

16.6 

Occupational  Therapist  I 
Recreation  Worker  I 

36 

18 

2 

4 

32 

13 

2 

1 

2 

0 

5.8 

7il 

State  Library  Assistant  I 

25 

4 

19 

2 

0 

9.5 

State  Library  Assistant  II 

15 

1 

10 

4 

1 

28.5 

TOTAL  for  1953  -  9  9 

9840 

1579 

2821 

5440 

477 

65.8 

Total  for  1952  -  211 

23.070 

4.626 

6.101 

12.343 

1,005 

66.9 

Total  for  1951  -  102 

8.463 

2,109 

1.A74 

4.880 

732 

76.8 

Total  for  1950  -  117 

14.787 

3.784 

4.071 

6.932  1.405 

63.0 

Total  for  1949  -  69 

6.580 

1,026 

2.001 

3.553 

608 

63.9 

Total  for  1948  -  85 

9,002 

789 

3.406 

4. 807 

— 

53,3 

Total  for  1947  -  39 

2.790 

286 

382 

2.122 

— 

76.0 

Total  for  1946  -  48 

6.628 

866 

2.749 

3.013 

45.0 

Total  for  1945  -  57 

4.062 

837 

661 

2,563 

— 

63.2 

Total  for  1944  -  132 

6.341 

1,043 

1,173 

4.125 

— 

65.0 

Total  for  1943  -  5  4 

7.335 

1.386 

1.  200 

4.749 

— 

64.7 

*  Percent  passed  is  found  by  dividing  passed  by  difference  between 
Total  and  Incomplete. 


22 


DISCHARGE  PROCEEDINGS  FILED  WITH  THE  COMMISSION  DURING  1953 
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Xhese  persons  were  not  employees  but  veterans  who  requested  hearings  because  of  non-selection. 

Actions  on  three  charges  filed  were  not  completed  because  one  employee  died  before  requesting  a  hearing,  a  second  before  his 
hearing  was  held,  and  a  third  who  was  appealing  his  non-appointment  as  a  veteran  eligible  withdrew  his  hearing  request. 


Pne.-di6cJiGA.qe.  <JleGSii*ujA>  Hjn&i&cUe. 


In  1953,  for  the  third  consecutive  year,  the 
number  of  charges  filed  with  the  Civil  Service  Com¬ 
mission  prior  to  the  discharge  of  civil  service  em¬ 
ployees  increased.  In  1951  they  totaled  54,  in 
1952  there  were  83,  and  in  1953  they  reached  116. 
In  addition,  the  1953  hearings  included  one  for  a 
veteran  eligible  who  protested  his  non-selection. 

Forty-nine  of  the  employees  against  whom  dis¬ 
missal  charges  were  filed  did  not  request  hearings 
within  the  15-day  period  provided  by  law.  Nine 
more  could  not  even  be  located  to  serve  the  dismis¬ 
sal  charges.  Of  those  who  asked  hearings,  17  sub¬ 
sequently  submitted  their  resignations,  and  the  de¬ 
partments  withdrew  charges  against  8.  Accordingly 
only  34  cases  resulted  in  hearings. 

Of  the  34  cases  on  which  hearings  were  held, 
20  discharges  were  sustained,  eight  employees  were 
reinstated  without  penalty,  and  six  others  were 
returned  to  work  after  additional  suspension. 


RESULTS  OF  HEARINGS  HELD  DURING  1953 
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Even  after  employees  ask  hearings,  they  do 
not  always  appear  at  the  hearings .  When  an  employee 
does  not  attend  or  provide  legal  representation, 
the  Commission  assumes  that  he  confesses  the 
charges.  Of  the  20  discharges  sustained,  eight  of 
the  employees  did  not  appear  at  their  hearings. 

Charges  sustained  at  hearings  included:  failure 
to  report  for  duty  or  absence  from  work,  11;  in¬ 
toxication,  abuse  of  patient,  conduct  unbecoming  an 
employee  and  insubordination,  2  each;  other  incom¬ 
patible  activities,  violating  institution  rules, 
and  neglect  of  duty,  1  each. 

The  following  charges  were  filed  against  the 
49  employees  who  did  not  ask  hearings:  abandonment 
of  job  or  unauthorized  absences,  29;  abuse  of  pa¬ 
tient  4;  misuse  of  state  funds  or  property  5;  in¬ 
toxication  3;  inability  to  perform  duties  2;  and 
violation  of  institution  rules,  involvement  in 
criminal  proceedings,  political  activity,  unsuit¬ 
able  conduct.,  failure  to  comply  with  job  require¬ 
ments,  and  falsification  of  records,  1  each. 


Division  chiefsstudy  tabulation  showing  year’s 
accomplishments.  Left  to  right:  Mrs.  Alvalin  Keller, 
administration;  Walter  Peura  (standing),  examining; 
Clarence  Salter,  classification;  Miss  Helen  Hatten- 
haus,  fiscal  and  clerical. 
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Go4itUu4&  P n&leM>ia*tal  ■ActtiutieA 


Miss  Maude  Myers,  Commission  president,  par¬ 
ticipated  in  a  panel  entitled  ’’The  Commissioners’ 
Problem  Clinic,”  at  the  national  convention  of  the 
Civil  Service  Assembly  of  the  United  States  and 
Canada  October  4-9  at  Los  Angeles,  Calif.  She  was 
the  only  .woman  on  that  panel  (see  picture  above)  . 

Other  Commission  representatives  who  attended 
the  Los  Angeles  convention  were  Saul  A.  Epton, 
Chicago,  and  Warren  Moyer,  Springfield,  commission¬ 
ers,  and  William  Boys  of  Springfield,  a  personnel 
technician . 

At  the  regional  level,  Mrs.  Marian  Cremer 
Buckner,  former  personnel  technician,  was  elected 
secretary- treasurer  of  the  Central  Regional  Confer¬ 
ence  of  the  C.S.A.  May  13  at  Cincinnati,  Ohio.  Mr. 
Moyer  served  on  the  resolutions  committee,  and  T.A. 
Nickell,  personnel  technician,  participated  in  a 
panel,  ’’Training  the  Whole  Man.” 

At  the  local  level,  Earl  Chambers,  former  chief 
of  the  Commission’s  examining  division,  served  as 
vice-president  of  the  Springfield  chapter  of  the  C. 
S*A«  Other  officers  of  the  local  association  were: 
R.  0.  McClellan,  personnel  officer  for  the  Illinois 
Public  Aid  Commission,  president;  Helene  H.  Rogers, 
assistant  state  librarian,  secretary;  and  Vivian 
Duffey,  personnel  technician  with  the  Department  of 
Public  Welfare,  treasurer. 
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EXPENDITURES  FOR  FISCAL  1952-1953 


Salaries  by  Function 


Administration 
$102,434.47  * 


Examining 

$58,191.31 


Classifi cation 
$23,453.06 


Fiscal  <&  Clerical 
$22,089.51  ** 


Recruit.  &  Train. 
$20,802.50 


Executive 
$9,034. 19 


Operation  and  Maintenance,  by  Purpose 


Contr.  Services 
$21. 551.48 


Printing 
$12. 159.79 


T  ravel 
$7,177.75 


Equipmen  t 
$6,956. 29 


Po  stage 
$2,290.00 


Commodi ties 

$1,503.66 


Office  Expense 
$1,075.70 


0 

0 

b> 


KEY:  Each  coin  i  $10,000 

*  This  item  includes  the  cost  of  preparing  and  microfilming  several  hundred  drawers 
of  record  material  accumulating  since  1905. 

**The  Fiscal  &  Clerical  unit  was  established  Dec.  1,  1952.  Before  that  date  its 

services  were  performed  by  the  Administrative  unit. 
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QomnUUion  P'loJUe^mA, 


The  establishment  and  organization  of  a  legis¬ 
lative  Commission  to  Study  State  Government  Person¬ 
nel  Administration  is  discussed  on  page  5«  That 
Commission  invited  Miss  Maude  Myers,  Civil  Service 
Commission  president,  to  speak  at  its  January  14, 
1954,  meeting,  to  acquaint  the  legislators  with 
some  of  the  personnel  problems  which  vex  the  oper¬ 
ating  departments,  State  employees,  the  Civil  Serv¬ 
ice  Commission,  and  occasionally  even  the  public. 
This  analysis  of  personnel  problems  was  prepared 
for  that  meeting. 

The  Civil  Service  Act  charges  the  Commission 
with  five  mandatory  and  three  permissive  functions: 

1 .  Making  rules . 

2.  Classifying  and  allocating  all  covered  positions 
in  the  elective  offices  other  than  the  Governor’s 
office,  which  is  covered  by  the  Salary  Standard¬ 
ization  Act. 

3.  Procurement  of  personnel  for  approximately  20,000 
positions . 

4.  Maintaining  personnel  records  and  approving  pay¬ 
rolls  for  approximately  30,000  employees. 

5.  Conducting  hearings  for  status  employees  who  have 
completed  their  probationary  period  and  for  pro¬ 
bationary  employees  who  received  veterans’  pref¬ 
erence,  if  they  request  such  hearings  after  sus¬ 
pension  leading  to  discharge. 

1.  Investigating  efficiency  and  recommending  im¬ 
provements  to  the  operating  agency  or  Governor. 

2.  Providing  or  arranging  training. 

3.  Recommending  a  uniform  code  of  office  management. 

The  Salary  Standardization  Act  establishes 
four  mandatory  Commission  functions: 

1.  Recommending  to  the  Legislature  needed  changes 
in  the  classif ication  and  pay  plans. 

2.  Maintaining  current  specifications  for  the  clas¬ 
sification  plan. 

3.  Conducting  a  continuous  work  audit  program  to 
keep  allocations  current  with  duties  and  respon¬ 
sibilities. 

4.  Investigating  appeals  and  making  needed  reallo¬ 
cations  . 
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Resulting  problems  fall  under  four  main  head¬ 
ings: 

I*  With  four  State  merit  agencies  and  a  patronage 
organization,  the  public  is  confused. 

II.  Duplication  and  overlapping  jurisdictions  of 
these  personnel  agencies  also  confuse  the  op¬ 
erating  departments. 

III.  The  Salary  Standardization  Act  does  not  pro¬ 
vide  for  creating  needed  job  titles  or  revis¬ 
ing  salary  ranges  between  legislative  ses¬ 
sions,  and  does  not  always  establish  equal  pay 
for  equal  work. 

IV.  The  Civil  Service  Commission  does  not  possess 
sufficient  authority  to  operate  effectively. 

I.  Public  confusion  results  from  operation  of 

the  following  personnel  organizations: 

1.  State  Civil  Service  Commission--  jurisdiction 
over  code  departments,  boards  and  commissions, 
covered  jobs  in  elective  offices. 

2.  Merit  System  Council  —  procurement  for  the  101 
downstate  County  Departments  of  Welfare. 

3.  Police  Merit  Board —  procurement  for  Highway  Po¬ 
lice  . 

4.  University  Civil  Service  System  of  Illinois-- 
non-academic  employees  of  State  colleges  and 
universities . 
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5.  Patronage  organization —  procurement  for  exempt 
Jobs  and  for  covered  jobs  for  which  there  are  no 
eligible  lists  (provisional) . 

II.  Confusion  to  the  operating  agencies  results 

from  overlapping  and  conflicting  jurisdictions: 

1.  The  coverage  of  the  Civil  Service  and  Salary 
Standardization  Acts  are  not  uniform.  Some 
agencies  are  subject  to  both  Acts,  some  to  only 
one  or  the  other,  and  still  others  to  neither. 

2.  Additional  exemptions  have  been  written  into  the 
legislation  creating  various  operating  agencies. 

*  These  exemptions  may  apply  only  to  procurement, 
only  to  classification,  or  to  both  functions. 

3.  Some  agencies,  such  as  Highway  Police,  are  sub¬ 
ject  to  Civil  Service  for  classification,  but  to 
another  personnel  agency  for  procurement. 


Equal  Work  but  not  Equal  Pay 

4.  A  number  of  agencies  or  parts  of  agencies  have 
no  standard  classification  system,  and  accord¬ 
ingly  do  not  offer  equal  pay  for  equal  work. 

5.  Jobs  exempt  in  some  agencies  are  covered  in 
others . 

III.  The  Salary  Standardization  Act  does  not 
provide  needed  flexibility,  particularly  between 
sessions  of  the  Legislature: 

1.  The  impossibility  of  adding  needed  job  titles  as 
agencies  start  new  programs  makes  it  necessary 
to  misclassify  such  jobs  during  the  remainder  of 
a  biennium. 

2.  Similar  inflexibility  of  the  pay  plan  makes  it 
impossible  for  the  State  to  adjust  its  pay  plan 
to  sudden  changes  in  the  cost  of  living* 


30 


Salaries  Cannot  Keep  Pace  with  Rising  Living  Costs 


3.  Prevailing  rate  employees  are  usually  overpaid, 
while  those  in  numerous  other  occupations  are 
underpaid,  in  comparison  with  wages  paid  by 
business  and  industry.  Prevailing  rates  of 
building  trades,  for  instance,  are  set  on  the 
assumption  that  brickmasons  and  others  must  earn 
enough  in  6  or  8  months  to  keep  them  for  12 
months;  but  in  State  employ, they  are  paid  for  12 
months,  plus  vacation,  holidays,  etc.  Accord¬ 
ingly,  those  in  State  service  receive  a  fourth  or 
a  third  more  annual  income  than  similar  workers 
in  business  or  industry. 

IV.  The  Civil  Service  Commission  has  insuffi¬ 
cient  authority  to  operate  effectively: 

1.  It  may  only  recommend  but  cannot  establish  or 
enforce  a  uniform  code  of  office  management. 
Under  present  practices  many  abuses  take  place. 

2.  The  Civil  Service  Act  is  too  detailed.  It  spells 
out  many  minor  matters  which  should  be  left  to 
administrative  discretion,  in  order  to  provide 
greater  flexibility.  This  detail  involves  such 
matters  as  minimum  requirements,  age  limits, 
state  residence,  inactive  names  on  eligible 
lis  ts . 

3.  The  Commission’s  only  authority  to  enforce  com¬ 
pliance  with  the  Acts  and  Rules  is  to  withhold 
approval  of  payrolls  for  agencies  which  fail  to 
comply.  This  procedure  creates  resentment 
against  the  Commission  instead  of  against  the 
violating  agency. 
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4.  Legislators  have  threatened  to  abolish  the  Com¬ 
mission  or  to  so  curtail  its  activities  that  it 
would  become  completely  ineffective. 

5.  There  is  always  the  possibility  that  the  Com¬ 
mission’s  present  curtailed  program  might  be 
limited  even  further  by  a  less  adequate  budget. 

6.  Because  it  is  not  a  part  of  the  Governor’s  cab¬ 
inet,  the  Commission  often  must  operate  without 
a  clearcut  policy  enunciation  from  the  Adminis¬ 
tration,  and  often  with  little  cooperation  from 
the  various  operating  agencies. 

Under  IV  point  1,  lack  of  uniform  working 

conditions,  the  following  abuses  take  place: 

a.  The  work  week  varies  from  33  to  48  hours. 

b.  Annual  leave  with  pay  varies  from  10  to  14  work¬ 
ing  days  and  from  two  to  three  calendar  weeks. 

c.  There  is  no  standard  practice  in  granting  sick 
leave  with  pay,  or  in  the  amount  of  unused  sick 
leave  that  may  be  accumulated. 

d.  There  is  no  standard  practice  in  setting  start¬ 
ing  salaries,  some  agencies  offering  the  minimum, 
at  least  one  starting  most  workers  at  the  maxi¬ 
mum,  and  others  determining  pay  according  to 
supply  and  demand  or  training  and  experience. 


Lack  of  Uniform  Starting  Salaries  Puts  the 
Agencies  into  Competition  with  Each  Other 
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e.  No  uniform  policy  exists  for  salary  increases. 
Seme  agencies  grant  merit  increases,  others 
automatic  raises,  and  still  other  departments 
none  at  all. 

f.  Only  a  few  operating  agencies  use  a  performance 
rating  system,  and  even  there  the  forms  and  pro¬ 
cedure  are  not  uniform.  In  1952  the  Commission 
formed  committees  of  agency  personnel  officers 
to  recommend  policies  for  uniform  starting  sal¬ 
aries,  an  increment  plan,  and  a  performance  rat¬ 
ing  system.  Practically  no  use  has  been  made  of 
these  studies  and  resulting  recommendations. 

g.  Lack  of  a  well-defined  career  system  is  destruc¬ 
tive  to  morale  and  increases  turnover. 

h.  Though  the  probationary  period  is  intended  as  an 
important  part  of  the  screening  process,  the 
Commission  can  only  recommend  that  operating 
agencies  use  it  for  staff  development,  fuller 
employee  utilization,  and  separation  of  those 
who  are  not  satisfactory. 

i.  Maintenance  charges  for  substantially  equivalent 
accommodations  vary  from  $27  to  $38  a  month. 

j.  In  1953,  turnover  among  status  employees  was  33 
percent  in  contrast  to  76  percent  for  non-status 
workers . 

k.  The  Commission  does  not  feel  justified  in  spend¬ 
ing  limited  budget  on  staff  development  programs 
when  it  lacks  authority  to  administer  such  pro¬ 
grams  where  they  are  worst  needed. 
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